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Click on the Appendix Database Icon 
 
The Logon Screen    

 
 
 
 
The Logon Dialog Box    Eenter your Name and Password and click OK.  
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When you get this message click OPEN.  

  
 
 
Sample of the Main Menu  
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What the screen will look like your first time entering data for a new organization.  

 
 
 
When access has no records to display it will display a blank screen.  When you click on 
the Add Record button at the top of the screen access will give you the fields which need 
to be filled in.  
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What the Main Organization Screen will look like 

 
 
There will be an (Add, Edit, Fine Save, and Delete toolbar at the top of the screen)   The 
Organization Number will be 2 letters a dash and 1 to 8 numbers long.  Example (WA-
12).  This will be the primary key and can not be duplicated in the system.  
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Sample of what the individual input screens will look like for each tab on the side of 
the Organization input form.   

 
 
 
 
This one is the HSO and Alternates Screen.  On these screen you will be able to print the 
screen you are looking at to a find in a selected column and you can sort the column by 
highlighting and using the right mouse button and select which sort you want.  
 
 



HEADQUARTERS FACILITIES MASTER SECURITY PLAN 
APPENDIX DATABASE USER MANUAL 

Last Update:  10/30/2007 6

 
 
This is a sample of the Report Selection screen  

 
 
The first line will be a DropDown of all the reports in the system.  The second will be 
Organization Codes you can select from.  If you are able to see for example HS and NA 
and there are several organizations which start with SO you can type SO* in the Select 
the Organization Code field and get a report of them all.  If you can see All organizations 
you can enter and * and see every organization in the system.  The system gives you an 
error message if you can’t.  
 
 
This is the User Option Screen where you will be able to change your password.  
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This is the Change Password Screen.  

 
 
 
 
This is the Administrator Screen where New User can be added and rights changed in the 
system. 
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This is the Authorized User Screen.  

 
 
Always end the last org code in the Element List with a comma “,” like the example 
above.  If you fail to end it with a comma the system will not pickup the last org code.   
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Main Menu 

 
Sample of the Administrator Toolbar at the top of the screen 
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The Main Organization Screen  

 
 
 
NOTE:  When adding a new person to the system you MUST click on SAVE Record 
first before you select any of the tabs at the right.  If you proceed the record you enter 
into the system WILL NOT be saved.  
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The HSO and Alternates Screen  

 
 
The Classifiers Screen 
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The Declassifies Screen 

 
The UCNI Reviewing Officer Screen 
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The Control Station Personnel Screen 

 
 
The TSCMO and Alternate Screen  
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The OPSEC Representative and Alternate Screen 

 
The ISSO and Alternate Screen  
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The COR / Cleared Contractors Screen  

 
 
 
 
You MUST enter a name on this screen before you can enter any contract number for that 
person.  The Name is required to generate a key for the contract numbers. 
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Sample of what the COR / Cleared Contractors Screen will look like in Run Mode  

 
 
NOTE:  Before you delete a Contract Person make sure you delete all of the contracts 
under that persons name.  By click on the “+” sign and highlighting all of the record 
under their name then select delete records by the right mouse click.  Then go back out 
and delete the contract person.  
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The Security Awareness Point-of Contact  

 
The Accountable Property Representatives Screen  
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The Security Areas Screen  

 
The Security Containers Screen  
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The Accountable CREM Status Screen  

 
 
The Classified Holdings Screen  
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The Classified Automated Info System (AIS) plus Laptops   

 
 
The Classified Networks Screen 
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The STU-IIIs and STE Screen 

 
 
The Classified Fax Machines Screen 
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The Copiers Authorized for Classified Reproduction Screen  

 
The Shredders Authorized for Classified Destruction Screen  
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The COMSEC Accounts Screen 

 
 
The Video Teleconference Systems Information (VTC) Screen 
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The Tables in the Database 

 
 
The Forms in the Database 
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The Reports in the Database 

 
 
The Queries in the Database  

 


